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Entering ChartField Details on the Timesheet Overview

Payroll expense allocations are driven by funding data called ChartFields. In Cardinal Payroll,
ChartField information is entered in two places: directly on the Timesheet and as position and/or
department defaults. ChartFields are always required to ensure payroll expenses are allocated
appropriately. Cardinal first looks for ChartFields on the Timesheet. If there are none, it will apply the
Position funding defaults. If no position defaults are set up, Cardinal will use the Department funding
defaults.

Timesheet

Position Default

Department Default

Agencies determine which employees see the ChartFields link on their Timesheet. Typically, those
employees who charge their time to different agencies, departments, or projects will see the
ChartFields link on their Timesheets. Agencies can elect to have ChartFields setup one of the
following ways for each employee:

o Default — ChartField link is not visible on the Timesheet and funding information will always use
position or department defaults

e Optional — ChartField link is visible on the Timesheet and employee has the option to change
default values as needed/directed

e Required — ChartField link is visible on the Timesheet and ChartFields must be entered for all
productive time because position or department defaults are not used

The ChartFields link is in the timesheet grid and is used to access the ChartField Detail page,
where individual charge distribution values (i.e., ChartField strings) are added or updated. If
ChartFields are required, they must be associated with each Time Reporting Code (TRC) used to
report productive time.

SpeedTypes can be used in conjunction with ChartFields to help quickly enter combinations of charge
distribution values (i.e., ChartField strings). The use of SpeedTypes is optional, and not all agencies
have SpeedTypes available in Cardinal. Follow up with your supervisor/manager to determine if
SpeedTypes will be used within your agency.
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Entering ChartFields on the Timesheet
1. Navigate to the Timesheet page using the following path:
Team Time Tile > Timesheet

Team Time

The Timesheet Summary page displays.

Team Time A Q @ ®
of

New Window | Help ~

<o Timesheet ~ [ Report Time
Timesheet Summary
Timesheet
Time Summary ~ Employee Selection
e Employee Selection Criteria Get Employees
© Report Time
Selection Criterion Selection Criterion Value [Fr————
— iteri ‘
] Weekly Time Entry ear Criteria
Time Reporter Group Q ‘ N
Weekly Time Summary | Save Criteria ‘
IEmp\oyeelD Y I
I Payable Time

i) Leave Balances

First Name

IB Cancel Absences

Business Unit

\
\
Last Name [ Q|
\
\

2.  Enter the Employee ID or known portion of the Employee ID in the Employee ID field.

Note: You can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each employee.

3. Click the Get Employees button.

The Search Results display on the bottom portion of the Timesheet Summary page

o T AN i TN it s s TN N A P e I N e N TN N PN e
<_ Employees For , Totals From 11/25/2019 - 12/01/2019
S m Q 1-300 0300 v
< Time Summary Demographics | Iy
g Last Name First Name Employee ID Empl i RepostedifHours 1o be S cheduled Exception Reported  p o ovct'es Denied Hours
I ploy: Record Hours = Approved Hours P Absence e
{ ubmitted
0 0.00 0.00 0.00 0.00 000 [
1 0.00 0.00 16.00 0.00 0.00
;
{f\ 0 42.00 0.00 0.00 & 42.00 0.00
< 0 24.00 0.00 16.00 2400 0.00
{ 0 0.00 0.00 0.00 0.00 0.00
\‘ - - “\—A‘—*—\__' - - ’-\“-—-... - - - 0 oo 0.00

4.  Click on the Last Name link for the applicable employee.
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The Timesheet page displays for the applicable employee.

\ Timesheet !

AN

Employee ID
X, Instructor Empl Record 0
Time Reporting Type  Posttive

Actions~ Earliest Change Date  11/10/2019

Select Another Timesheet

*View By | Week ~ Previous Week Next Week

“Date 112502019 G ¥ Previous Employes  Next Employee

A sl o™

Wed Thu Fri Sat 15;,’1‘ Total | Time Reporting Code “Taskgroup Source

55
&S
SE
=
]
g
]
B
&5
2
2
3
g

| [ ~| 215001CCO

| | | | J | | | |
] | | | | | | | | | | | | | \ «| | zsworceo
| | | | | J | | | | |

| [ v Ja1s0icco

4
S

{ [ttt st [ mimmy | [ Bt | [ Zwaiotin |

Scheduled Hours  40.00 Reported Hours  0.00 £
‘iFrom Mcndaz 11/25/2019 to Sundaz 12/01/2019 @ é

orted Time Status

5.  Enter the hours worked each day in the fields for the appropriate date column.

6.  Select the appropriate Time Reporting Code (TRC) using the Time Reporting Code field
dropdown button.

7.  Scroll to the right as needed.
{.HﬁWﬁMuMM“Mﬂ\J%ﬁvwwnw
.

Business

askgroup Source Unit Telework Agency Value ChartFields
o
215001CCO 21500 Q ChartFields + -—
15001CCO 21500 Q| | fchartFietds + -
215001CCO 21500 | Q| | fcharields + -

."—\m“’-’\-—“

8. Click the ChartFields link.

Note: Each row of productive time entered on the Timesheet must have the appropriate
ChartFields defined if your agency has determined that ChartFields are required for the employee.
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The ChartField Detail page displays in a pop-up window.

ChartField Common Component X

ChartField Detail

Employee ID Search Options

SetID: 21500 SEED

ChartField Detail

Account Fund Program Department Cost Center Task FIPS Asset

9. The Account field defaults based on your agency and cannot be changed. Enter the ChartField
values provided by your supervisor/manager in the corresponding fields using the Look Up icons.

Note: If your agency uses SpeedTypes, proceed to the Using SpeedTypes to Enter ChartFields
section of this Job Aid.

Example of a completed ChartField Detail page:

ChartField Common Component

ChartField Detail

Employee ID Search Options
SetID: 21500 Search

ChartField Detail

Account Fund Program Department Cost Center Task FIPS Assel

599999 01000 Q 100001 Q 101030 q 95000010 Q Q Q

Sencel

. {

10. Click the OK button.

11. Proceed to Step 14 if an error message does not display (i.e., the ChartField value is valid and
complete).

Cardinal displays the following error message if the ChartField value is not valid or has missing required
values:

Invalid value -- press the prompt button or hyperlink for a list of valid values (15,11)

The value entered in the field does not match one of the allowable values. You can see the allowable values by pressing the Prompt button or hyperlink.

OK

12. Click the OK button to close the Message.
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The ChartField Details page returns with the invalid/missing field(s) highlighted with a red background.

ChartField Common Component X
H,
ChartField Detail
Employee ID Search Options
Set ID 21500 Search
ChartField Detail
Account Fund Program Department Cost Center Task FIPS Asset

599999 01000 Q, [100001 Q, [101030 o [ENEUN Q Q

Gancel {

<

13. Make the necessary adjustments to the ChartField information. Contact your supervisor/manager
as needed to obtain the correct information. Click the Ok button to confirm the updates to the
charge distribution.

The Timesheet page returns.

Team Time

< Timesheet ~  Timesheet

Timesheet Employee ID

Time Summary Instructor Empl Record 0
Time Reporting Type  Positive
& Report Time Actions - Earliest Change Date  11/10/2019

T Weekly Time Entry Select Another Timesheet

“View By | Week v Previous Week Next Wesk
e T DT “Date | 1172512019 k3 Previous Employes  Next Employee
(@ Payable Time Scheduled Hours 4000 Reported Hours  0.00
I Leave Balances
From Monday 11/25/2019 te Sunday 12/01/2019 @

IRt Cancel Absences Mon Tue Wed Thu Fri Sat Sun q

11125 11126 127 11728 1729 11730 1211 fe=liiiEnsorening/Code
P* View Requests.

800 800 800 800 800 REG - Regular Hours v

i Absence Balances

Y
(3 Manage Exceptions -
€% Reporting Locations

T Wogkfacce Amailability

14. Click the Submit button.
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Using SpeedTypes to Enter ChartFields

1. Navigate to the Timesheet page using the following path:
Team Tile > Timesheet

Team Time

The Timesheet Summary page displays.

Team Time A Q @ ®

. New Window | Help |
[« Timesheet ~ Report Time
Timesheet Summary
Timesheet
Time Summary ~ Employee Selection
| i iteri Get Employees

Selection Criterion Selection Criterion Value

= Clear Criteri ‘
[ Weekly Time Entry ear Criteria

Time Reporter Group Q ‘ N
Weekly Time Summary | Save Criteria ‘
IEmp\oyeelD Y I
I Payable Time
Last Name Q|

i) Leave Balances

First Name

IB Cancel Absences

Business Unit

2.  Enter the Employee ID or known portion of the Employee ID in the Employee ID field.

Note: You can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each employee.

3. Click the Get Employees button.

The Search Results display on the bottom portion of the Timesheet Summary page.

T N N NI ot Uy RV g NI VR e WS S N SV NI WU A SR N U NI o o I
<_ Employees For , Totals From 11/25/2019 - 12/01/2019
& 5 Q 1-300 of 300 v
< Time Summary Demographics | b
g Last Name First Name Employee ID Emp1 i ReportediifHours 1o bs S cheduled) Exception Reported | poveor Denied Hours
< ploy Record Hours ~ Approved Hours P Absence N
{ ubmitted
0 0.00 0.00 0.00 0.00 000 [
1 0.00 0.00 16.00 0.00 0.00
i
< 0 42.00 0.00 0.00 & 42.00 0.00
< 0 24.00 0.00 16.00 24.00 0.00
{ 0 0.00 0.00 0.00 0.00 0.00
- s il - P o Vet M 9 00 0.00

4.  Click on the Last Name link for the applicable employee.
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The Timesheet page displays for the applicable employee.

\ Timesheet !

AN

Employee ID
X, Instructor Empl Record 0
Time Reporting Type  Posttive

Actions~ Earliest Change Date  11/10/2019

Select Another Timesheet

*View By | Week ~ Previous Week Next Week

“Date 112502019 G ¥ Previous Employes  Next Employee

A sl o™

Wed Thu Fri Sat 15;,’1‘ Total | Time Reporting Code “Taskgroup Source

55
&S
SE
=
]
g
]
B
&5
2
2
3
g

| [ ~| 215001CCO

| | | | J | | | |
] | | | | | | | | | | | | | \ «| | zsworceo
| | | | | J | | | | |

| [ v Ja1s0icco

4
S

{ [ttt st [ mimmy | [ Bt | [ Zwaiotin |

Scheduled Hours  40.00 Reported Hours  0.00 £
‘iFrom Mcndaz 11/25/2019 to Sundaz 12/01/2019 @ é

orted Time Status

5.  Enter the hours worked each day in the fields for the appropriate date column.

6. Select the appropriate Time Reporting Code (TRC) using the Time Reporting Code field drop-
down button.

7.  Scroll to the right as needed.
{.HﬁWﬁMuMM“Mﬂ\J%ﬁvwwnw
.

askgroup Source gﬁﬁjms‘?’ Telework Agency Value ChartFields
o
215001CCO 21500 Q ChartFields + -—
15001CCO 21500 Q| | fchartFietds + -
215001CCO 21500 | Q| | fcharields -

8. Click the ChartFields link.

Note: Each row of productive time entered on the Timesheet must have the appropriate
ChartFields defined if your agency has determined that ChartFields are required for the employee.
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The ChartField Detail page displays in a pop-up window. The Account field defaults based on your

agency and cannot be changed.

ChartField Common Component

ChartField Detail
Employes 1D Search Options

Set ID: 15600

ChartField Detail
Account Fund Program Department Cost Center Task FIPS Asset Ageney Use 1

Agency Use2

598089 & a L a o a a

‘

9. Inthe Search Options box at the top of the page, click the Search button next to the Speed

Types radio button.
The Search Speed Types page displays in a pop-up window.

SpeedType Key Q

Search by ChartFields

Account 599999 Asset Q

Fund Q Agency Use 1 Q

Program Q Agency Use 2 Q

Department Q PC Business Unit Q
Cost Center Q Project Q
Task Q Activity Q

FIPS Q Source Type Q

‘ Search H Clear H Cancel ‘

10. Click the SpeedType Key Look Up icon.

The Look Up Speed Type Key page displays in a pop-up window.

Look Up SpeedType Key x

Help
Search by: SpeedType Key begins with

Search Cancel ‘ Advanced Lookup

No matching values were found.
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11. Click the Search button.
The Search Speed Types page refreshes with the available SpeedTypes.

| Look Up SpeedType Key x M

Help

Search by: SpeedType Key begins with ‘
‘ Cancel ‘ Advanced Lookup

Search Results

View 100 1-1 of 1
SpeedType Key Description
<I 530 CIPS - 530

12. Click the SpeedType Key link for the appropriate SpeedType.
The Search Speed Types page displays.

Search Speed Types o
q
Hel ;K
\
SpeedType Key |530 Q /
Search by ChartFields (:
4
Account 589999 Asset Q Category Q N
Fund | 08403 Q Agency Use 1 Q Subcategory Q i
Program 511006 Q Agency Use 2 Q Affiliate Q £
g
Department | 53000 Q PC Business Unit Q Fund Affiliate Q k
Cost Center Q Project Q 1
¢
Task Q Activity Q {
FIPS Q Source Type Q g
{
<
N\
Search Clear Cancel P
ChartField Detail < .
B Q A
€
Select SpeedType Account Department Project Task Fund FIPS Afiiliate Asset Agency Use 2 r?
1 E 530 599999 53000 09403 !
<
¢
< >4

13. Click the Select button.
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The ChartField Detail page returns with the ChartField values populated.

n

ChartField Common Component
4
ChartField Detail

Employee ID Search Options

Setid: 40300 ® Speed Types [ Searan ] h

{
ChartField Detail p
Acsount Fund Frogram Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 PC Business I

590999 08403 Q  [511006 Q [53000 Q Q Q

q
4
[
Cancel

<

Note: In some cases, additional fields may need to be entered even when using SpeedTypes.
Follow up with your supervisor/manager to determine if additional ChartField values are required.

14. Click the OK button after all required data is entered/selected.

15. Proceed to Step 19 if an error message does not display (i.e., the ChartField value is valid and
complete).

Cardinal displays an error message if the ChartField value is not valid or has missing required values.

Invalid value -- press the prompt button or hyperlink for a list of valid values (15,11)

The value entered in the field does not match one of the allowable values. You can see the allowable values by pressing the Prompt button or hyperlink.

OK

16. Click the OK button to close the message.

The ChartField Details page returns with the invalid/missing field(s) highlighted in a red background.

ChartField Common Component

ChartField Detail

Employee ID Search Options

Set ID: 21500 Search

ChartField Detail

Account Fund Pregram Department Cost Genter Task FIPS Asset

530999 01000 Q, [100001 Q, [101030 o, [F5000010 Q Q Q

Ganca

e e W e VR Vo=

17. Make the necessary adjustments to the ChartField information. Contact your supervisor/manager

as needed to obtain the correct information. Click the OK button to confirm the updates to the
charge distribution.
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The Timesheet page returns.

T"lmesheé.

< Homepage

Timesheet

Employee ID
Empl Record 0
Lnd Acq & Prop Mgmt Manager Il
Time Reporting Type Posilive

Actions - Earliest Change Date  11/11/2019

Select Another Timesheet

*View By Week [v] Previous Week Next Week

i
*Date |06/22/2020 hd

Reported Hours  40.00

From Monday 06/2220 20_to_Sunda_y_U_ﬁ.‘aBIZOZO_@

Mon Tue Wed Thu Fri Sat Sun Total
6/22 6123 6i24 6125 6126 6127 6/28
8.00 8.00 8.00 8.00 8.00 40.00

save for Later | Submit | Apply schedute |

Reported Time Status H Summary H Leave / Compensatory Time ” Absence H Exceptions ‘

18. Click the Submit button if you are ready to submit your timesheet for approval. Otherwise, click the
Save for Later button.
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Splitting Hours Between ChartFields

1. Navigate to the Timesheet page using the following path:
Team Tile > Timesheet

Team Time

The Timesheet Summary page displays.

Team Time A Q @ ®
) N New Window | Help |
[« Timesheet ~ Report Time
Timesheet Summary
Timesheet
Time Summary ~ Employee Selection
Report Time Employee Selection Criteria Get Employees.
c]

Selection Criterion Selection Criterion Value

= Clear Criteri ‘
[ Weekly Time Entry ear Criteria

Time Reporter Group Q ‘ N
Weekly Time Summary | Save Criteria ‘
IEmp\oyeelD Y I
I Payable Time

i) Leave Balances

First Name

IB Cancel Absences

Business Unit

\
\
Last Name [ Q|
\
\

2.  Enter the Employee ID or known portion of the Employee ID in the Employee ID field.

Note: You can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each employee.

3.  Click the Get Employees button.

The Search Results display on the bottom portion of the Timesheet Summary page.

MI\J\A ’/\ﬁm&f-\)l\/\wn._«/“\fm_ A N e W 0 U N N NN SV N mh-f\,A/\ IS TN
Employees For . Totals From 11/25/2019 - 12/01/2018

5 Q
Time Summary Demographics | Iy

- Empl  Reported Hourstobe = Scheduled
Last Name First Name Employee ID P s | e e

1)

1-300 of 300 ~

Hours.
Approved or Denied Hours
Submitted

Reported

Exception Aoy

f,\/\ S T TN TR /,N/\/\

4.  Click on the Last Name link for the applicable employee.
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The Timesheet page displays.

\ Timesheet !

Employze ID
EmplRecord

AN

% Instructor
Time Reporting Type  Posttive

Actions~ Earliest Change Date  11/10/2019

Select Another Timesheet

*View By | Week ~ Previous Week Next Week

“Date 112502019 G ¥ Previous Employes  Next Employee

A sl o™

Wed Thu Fri Sat Suny Total | Time Reporting Code “Taskgroup Source

5
8
5
S
5
g
5
B
N
2
g
3
g
s

| [ ~| 215001CCO

[ | 215001CCO

| [ v Ja1s0icco

Scheduled Hours  40.00 Reported He 0.00 £
‘iFrom Mcndaz 11/25/2019 to Sundaz 12/01/2019 @ é
Mon Tue ‘ﬁ

Summal xceptions ime
orted Time Status

5.  Enter the hours worked each day in the fields for the appropriate date column.

6. Select the appropriate Time Reporting Code (TRC) using the Time Reporting Code field drop-
down button.

7. To separate the hours entered between different ChartField strings:

a. Change the total hours previously entered to the appropriate number of hours to be
charged to the first ChartField string based on the split. For example, use half of the
hours to split evenly between two departments.

b. Click the Add a New Row (+) icon as needed to add additional rows in the time entry
section. One row must be used for each ChartField string that hours will be charged
against.

c. Enter the applicable number of hours for the ChartField string in each row.
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Example Timesheet page with split values.

<.
2/ Timesheet

<? Employee ID

Assistant Instructor Empl Record

iAclions-
% Select Another Timesheet

I'Frorn Monday 11/25/2019 to Sunday 12/01/2019 @

Time Reporting Type
Earliest Change Date

“View By | Week

.
@

“Date | 111252019

Scheduled Hours  16.00 Reported Hours  24.00

~ Previous Week Next Week

Previous Employes  Next Employee

TA371 Entering ChartField Details on the Timesheet

0
Exception
11/25/2019

Submit J

Save for Later [
Fe—

8.  Scroll to the right as needed.

N e o TN TN TN TN TN e P mrne TN et NN e At N

§ £B B = s 53 I

iif | 4.oo| ‘ ‘ ‘ 4.00| | a.oo‘ ‘ s.oo| ‘ | | ‘ 800 | HOLR - Holiday |
i) | 00| | 00| | 400 | | |l | | \ 8.00 | REG - Regular Hours |
S [ N | | | | N | ot [ g

( Total Time Reporting Code *Taskgroup E:;iness Telework Agency Value ChartFields
P s | HOLR - Holiday v|  1s600cCOP 15600 | al | | IChartFieIds I + -
% 8.00 | REG - Regular Hours v 15600CCOP 15600 | al | || ChartFields + -
800 | FVCR - Flex Vacation M

15600CCOP 15600 | al | | | ChartFields + -

9. Click the ChartFields link for the first row.
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The ChartField Detail page displays.
ChartField Common Component X
ChartField Detail
ChartField Detail
509999 Q Q Q Q Q Q
Cancel |
B e T T S N R Wt WV ST S

10. The Account field defaults based on your agency and cannot be changed. Enter the ChartField
values provided by your supervisor/manager in the corresponding fields using the Look Up icons.

Note: If your agency uses SpeedTypes, proceed to the Using SpeedTypes to Enter ChartFields
section of this Job Aid.

11. Click the OK button.

12. Proceed to Step 15 if an error message does not display (i.e., the ChartField value is valid and
complete).

Cardinal displays an error message if the ChartField value is not valid or has missing required values.

Invalid value -- press the prompt button or hyperlink for a list of valid values (15,11)

The value entered in the field does not match one of the allowable values. You can see the allowable values by pressing the Prompt button or hyperlink.

OK

13. Click the OK button to close the Message.

The ChartField Details page returns with the invalid/missing field(s) highlighted with a red background.

ChartField Common Component XJ
H
ChartField Detail
Employee ID Search Options
Set ID. 2 Search
ChartField Detail
Account Fund Program Department Cost Center Task FIPS Asset
539999 01000 Q [100001 Q [101030 Q Q Q Q
l Ok I Cancel a
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14. Make the necessary adjustments to the ChartField information. Contact your supervisor/manager
as needed to obtain the correct information. Click the OK button to confirm the updates to the

charge distribution.

The Timesheet page returns.

Timesheet

¥

Agsistant Instructor

P

Actions~

Select Another Timesheet

“View By | Week

Scheduled Hours  16.00

NN

.

“Date | 11/2512019

Reported Hours  24.00

Employee ID
EmplRecord 0
Time Reporting Type  Exception
Earliest Change Date  11/25/2019

Previous Week Next Week

Pravious Employes  Next Employee

JFrom Monday 111252019 to Sunday 120112019 @

{ 12 i 1izr iz 11128 1130 peiillimeeperting Coce

g | 40| | | 00| | 800 | | 00| | |l 8.00 | HOLR - Holiday vl

2;\ | a00]| | so]| | o] | | | J | | 800 | REG-Regular Hours ]

§| | | a0 | | || | |l 800 | FVCR - Flex Vacation v|
Save for Later \ Submit

15. Repeat Steps 9 - 11 for each time entry row.

16. Click the Submit button if you are ready to submit the timesheet for approval. Otherwise, click the

Save for Later button.
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